Using CSU to Generate Organizational Reports
Steps to use CSU to generate reports for your organization

1. Navigate to https://compo.dcpds.coms.osd.mil/ and click “Login”.
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2. You may see a window show up that asks you if you would like to close the window or tab. You may either
ignore it or select “Yes”.
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3. You will be prompted to select a certificate. Select the non-email certificate and click OK.
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4.

If you do not have CSU as a selection in this window, click on the
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Accessing Your Database

Region Association

To access an HR/MyBiz/MyWorkplace dataljase, select the appropriate link below

Click

Army region

To protect your personal information, ‘log out’ of your DCPDS Portal session by selecting the ‘Portal Logout’ button.

https://pyxis.chrcs.army.mil:8007/0A_HTML/OA jsp?OAFunc= OAHOMEPAGE / Trusted sites | Protected Mode: Off #100% v

Scroll down and enter your CSU username and password, then click “Submit”. If you have a CSU account
and do not know the password or do not have a CSU account contact your servicing Human Resources
Representative in order to establish the account or have it reset.
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Validating Your HR/MyBiz/MyWorkplace Database Information

Privacy Act Statement 7
To validate an HR/MyBiz/MyWorkplace account exists for you, enter the required
information below and select the "Submit" button. Authorities: 5 USC 301, Department Regulations; Title 5, USC

Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75,
83, and 99; and Executive Order 9397.
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screen "User Name". Use hyphens in the| | when it is not current or is inaccurate. To audit user access to
Username Field if applicable.| | ensure that access is only granted to users that are authorized
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* * Important * * Usernames and SSN/LN Employee ID Numbers are masked as an additional
security measure for your personal protection.
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Routine Uses: To a Federal, state, or local agency, as necessary
and when the intended disclosure s for a purpose compatible with

- the purpose for which the information was collected, on personnel
Return to Main Portal Page and related matters involving the individual about whom the

information pertains.
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select the "Submit" button. your data and you will not be able to update your data via this
website.

****You must complete and submit this information to finalize the Registration process.****

Use your CSU log in screen "User Name".
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CSU Password: Enter Password
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“Add Additional Applications/Databases” tab.




5. When you return to the DCPDS Portal page, or if you already have the CSU link, click the “CSU11 region” link to
launch the CSU application.
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Region Association
To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Army region

To access an CSU Region Database, select the appropriate link below

Gurreasd ¢— Click

To protect your personal information, ‘log out’ of your DCPDS Portal session by selecting the ‘Portal Logout’ button.
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6. You will see a Java loading screen. Wait until it has completed loading.
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7. When it has loaded, you may be asked if you want to run the application. If you are, then check “Always trust
content from this publisher.” Then click “Run”.

Warning - Security

The application's digital signature has been verified.
Do you want to run the application?

Name: oracle.forms.engine.Main

2 u
Pushr, rceush Click

From: https: //pyxis.chrcs.army.mil:8005 \L
“Check
v The digital signature has been validated by a trusted source. More Information...

8. This is the initial CSU options screen. You can view which organizations you have access to. Click “OK” to
continue into the application.
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9. Select “Reports” to view a list of available reports.
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10. There are many useful reports, each with their own unique set of data displayed. Select the report you would
like to run.
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11. The default is to display all items for every employee in every organization you have access to. If you would like
to filter the criteria, then click on “Items”.
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12. You may only filter by items that appear in the report. Each filter criteria does accept use of the wildcard (“%”
symbol). This is useful when, for example, you want to find all NSPS employees in your organization. In the “PP”
(pay plan) field, you would type “Y%” to see all employees whose pay plan begins with ‘Y’, such as in “YA”, “YB”,
etc. After entering your desired criteria, click “OK”. If you do not wish to specify criteria, or wish to clear it, then
click “Clear”, then “OK”.
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13. Another feature you can use is sorting. Click “Sort” to open this window.
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14. With Sort, you can specify which order you would like sorting to occur and whether to sort ascending or

descending. For example, you can sort by “PP” first, then by “GRD” in descending order, then by “Name”. This
will put the list in order of PP-GRD, then name of the employee.
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15. After you have set all of your filtering and sorting options, you are ready to either run or export the report. Hold
the Control (CTRL) button on your keyboard and select “Process” in order to run the report and view it in PDF
format. Hold the Control (CTRL) button on your keyboard and select “Export” to have the report open in a new

window.
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16. Exporting the report opens a new window or tab that shows the information in a text file that uses tabs to
separate columns. If you would like to past this information into an Excel spreadsheet, click “Edit”, then “Select
All” (or press Ctrl+A on your keyboard). Then click “Edit” and “Copy” (or press Ctrl+C on your keyboard).
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17. Open a new Excel workbook and click on the down arrow below “Paste” to see a menu. Select “Paste Special...”
from that menu.
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18. Select “Text”, then click “OK”.
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19. The report results will paste in cleanly and you will be able to format the report as you see fit.
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